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Benefits Rights and Responsibilities
BENEFIT RIGHTS AND RESPONSIBILITIES CONCERNING YOUR UNEMPLOYMENT BENEFITS
CLAIM

Review your monetary determination carefully. If you feel the wages shown for your base period are
incorrect, you should call the Customer Contact Center and provide information to correct the wages.
You will be asked to FAX or mail proof of correct wages (such as W-2s or pay stubs) to the number or
address provided by the Customer Contact Center. This includes reporting wages on your monetary
determination that do not belong to you.  Failure to report these wages to the VEC may result in an
overpayment of benefits which you will be liable to repay.  Be sure to keep your monetary
determination because it shows your base period wage information.

A few days after you file your application for benefits, you will be mailed a notice that will provide
you with a six-digit personal identification number (PIN).  This number is important; it along with
your Social Security number will be required each time you call the VEC to inquire about your claim and
when you use the Internet or Voice Response System to file your weekly request for payment of
benefits. Please safeguard your PIN and do not give it to anyone.  If you lose or forget your PIN, or
believe someone else is using it, contact the Customer Contact Center immediately.  Failure to report
that your PIN has been lost or compromised may result in payment of benefits for which you will be held
accountable.

Unemployment benefits are claimed on a calendar week basis beginning on Sunday and ending at
midnight on the following Saturday.  In order to receive benefits, you must meet the following
requirements during each week claimed (your meeting these requirements is subject to verification):

1. Be unemployed.  You are unemployed if you are not working and are not earning any money.
You are partially unemployed if you are working less than full time for your regular employer
because of a lack of work and earning less than your weekly benefit amount.

2. File your application for benefits.  This may be done over the Internet at
 www.VaEmploy.com  [1]or through the VEC Customer Contact Center at 1-866-832-2363.

3. Meet monetary eligibility requirements. You will receive a monetary determination in the
mail shortly after filing an initial application for benefits. This determination should be reviewed
for accuracy and any errors noted should be immediately reported to the VEC.

4. Report all work (including temporary, part time and self-employment) and money as
it is earned (not when it is paid to you) from any source for any week you file a request for
payment. Earnings, including vacation, severance, and holiday pay, should be reported before
taxes and other employer deductions are made.  Report your reason for separation from any
employer, even if it is temporary or part time employment.  If your work is continuing, report this
as well.

5. Be able to work and available for work with no undue restrictions on your availability for
work.

6. Register for work through the VEC Workforce Connection website
at www.VAWC.Virginia.gov [2]. Unless advised otherwise, you must register within 5 days of
filing your application for benefits. Your registration is not considered complete until you
complete the background wizard and a resume on the Work Connect website.  Failure to
complete this full registration may result in a delay or denial of weeks claimed until you do
complete the full registration process.

7. Make an active search for work each week.  Unless you customarily obtain work through a
labor union of which you are a member in good standing, you must make two (2) or more job
contacts each week in an effort to find work.  Résumés may be used only if it is the usual and
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customary manner of finding work in your occupation.
8. Report all refusals of job offers from any source.
9. File your Weekly Request for Payment of Benefits in a timely manner.  See Filing Your

Weekly Request for Payment of Benefits, and Voice Response System instructions in this
handbook.

Failure to report a change in any of these requirements may result in an overpayment of benefits when
discovered and you will be liable for the repayment of any benefits erroneously received.
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